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FOREWORD

This manual 1s the first in r series of manuals outlining
procedures to be followed by -for establishing and 25X1A8a
maintaining punched tabulating card files for mersonnel
overations in the FE Division, Procadures contained herein
are tentative pending study of tabulating operations end
fingl standardization to meet all FE requirements, 1t is
planned that the CF-4B, Employee Record Card, will event-
vally be renlaced by the various tabuleting card files
established under these procedures, Until such time as
each Branch has completely converted CSC Form OF-4B will
oontinue to be meintalned 1n accordance with vresent pro¥
cedures, Paregravhs are numbered consecutively throughout
the entire manual, If varagrachs are added, they will bear
decimal suffixes, Pages are likewise numbered consscutively
shroughout the manual, If new vages are added, they will
carry alphabetical suffixss,

Sanitized - Approved For Release : CIA-RDP70-00211R000100130024-9
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CHAPTER 1
f”;v
SﬁéTION I
GRUERAL IN3TRUCTIONS
1., PURPOSE

The procedures outlined in this mamual vrovide for the main-
tonance’of punched cards for amoloyees in the FE Division on the basis
of coded 1¥1formation prenared in- These cards contain coded

data concerning each position aand the incumbent as an individual

slotted to that vosition, as axtracted from basic personnel records,

2, OUBJECTIVES
The objective of the parsonnel nunch card program is the main-
tenance of tabulating card filess on a current bdasls to vprovide the means

for accomplishing the following onerations mechanicually, with the

-reduction of manual effort to a minimum:

a, Preparation of pneriodic tabulations of personnel actions
vending within the respective Branches in the FE Divislon,

b, Summarizaﬁion of data for svecial personnel statistical
reporting, | |

¢, Prevaration of personnel rosters and reports for local
adninistrative purposeé where practicable,

d. Prevaration of monthly tabulations of end-of-month status
andl of versonnel actions during the month for recurring personnel
statistical requirements,

e, Summarization of actual emvloyment data at the end of sach
month and accwmilation until the end of the fiscal year for budget

PULDOS6S,
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3. SCOPE

v

8, will rform the functions of a servicing machine
25X1A8a - - &

element in maintalning ounched cards fer all FE Division personnel
exceont those under contract, whiich will continue to be serviced
manually, It will also perform ths functions of vreparing all re-

curring and non recurring revorts involving versonnel data for these

employees,

SECTION II
MACHINE INSTRUCTIONS
4, PUNCHING INSTRUCTIONS
e. Completion of Fielis. All numerical fields corresvonding

to coded items will be completely filled in by punching zeros to the
left of significent digits. Card fields corresponding to items on
the coded SF 52 or request form through which a line has béen drawn,
or item left blank, will be skipved,

b, Name of Empnlovee. Nineteen columns are proviaed for the

ounching of employee name, Where the comnlete name exceeds nineteen
svaces, only the surname and initiale will be entered; in all other
cases enter the surname, first name, and middle initial in that sequence,
Suffixes such as "Sr" and "Jr" may be entered after the middle initizl
1f svace permits,

c, Yerification., All cards will be sight verified,

g ap— it

SECTION III
BASIC FIIES

5. FILES, The following personnel vunch card files will be

established and maintained in- _ 25X1A8a
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a, Pending File - Consists of ounched pending cards,

Porm __, of SF 52 forwafded to Office df Personunel for wprocessing,

b, Status File - Consists of punched cards, Form __,
indlcating the current status of FE employees, This file will
conslst of the following subscction:

(1) Historical file -~ Consists of inactive status

cardes that have been replaced in the status file
because of a subsequent action, It will be used
for refsrsnce nurposes,

c, Supplemental Status File - Consista of ounched cards,

Form __, indicating adiitional statistical data to that contained
in the status card file,

d, Mgster File - Consists of vunched cards, Form__, indi-

cating constant information of an employee, In addition card is
utilized %o record additional statistical Adata.
e, /0 File ~ Consists of vunched cards, Form 50-81L, in-
dicatling pertinent information from table of organization,
6, CARDS, The various cerd forms which will be maintained
25X1A8a in -ax'e outlined in detail in chapter 2,
7. DEFINITIOUS, The following are definitions of the various
terms used in the mapual,
a8, Avplicants Folder - A jacket.containing the pertinent

records of an emvloyee enterirg on duty with the agency,

b, Division Personne} Folder - A jacket containing duplicate

conies of personnel data meintalned as a reference or working file
with in the FE Division,

¢, Original Action - An endorsed S* 50, Notification of

Personnel Action,
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8, CODING, All coding will be performed by personnel in

25X1A8a -either on the original request, Form __, or on SF 52 as

avolicable,
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CHAPTER 2

CARD KORMS

SECTION I
BENERAYL INSTRUCTIONS

‘9. All designated numerical fislds in all cards will be com-

pletely punched, Wherever information is not avallable stens will

be taken as operations vermit to sscure missing data without retard-~

ing the orocessing of origlaal action document through-
25X1A8a

SECTION 1II
PENDING CARD
10, PERDING CARD, This card is used to record the atatus of
requests for veraonnel action in SP 52, (Ses Figure 1, Chart of Card
Layouts for dlagram of pending card), This card will also be
utilized to establish & current status card,

a, Punch Card Form __, will be utilized to establish this
file. Cards will be key-punchad from the original request ¥Form __,
or SP 52 as indicated below,

b, The information to be containsd in the punched cards and
avpropriate codes (See Figure 2) to be used for each field of the

card are as follows:

ITEM TTTI'ENTRY ON | GARD | KEY BUNCH | REMARRS
SF 52 | CULUMN

Personnel Number Heading | 1-6 Tumber In all carde

Name 1l 7-25 Name

ldentification 1 26 1st numerial Indicates true
after name or mseudo

Tyove Emnloyee 1 27 2nd numerial Indicates staff,
after name military, & etc,

Date of Birth 2 2829 Day

Sanitized - Approved For Releaﬁéj%lA-l{ijE?O-OOﬂ1R000100130024-9
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ITEM ENTRY ON| CARD KEY PUNCH REMARKS
SF 52 | COLUMN
Request~Effective L ' 3435 | Day Effective date
Date i 36-37 | Month i on status card
1 38-39 | Year
i
Tyve of Action 5 ' 40-41 | Number following
: nature of action
Position Slot 3 | 42-.50 |Code on lst line é
number | ;
Occucation Series '8 51-56 |lst six numerals ;
following ltrs, GS;
! |
Grade 8 57-58 | Numerals following [Numerals after
series code 5 hyohen
Salary 8 59«63 | Namerals following 3
3 sign e
Organization 10 64-67 |Numerals coi=d in
location item 11
Vets. Preference 13 68 Fumeral following
x designation
Service Designation | 14 6$9-70 |Alpha Letters
designated
Sex-Race 15-16 71 Mumeral indicated
in margin by
item 15
Fands 17 72 Penciled code after
spprovriation
number
P/0 Sorting code None 73=79 | Namber
Hone 80 Code number

Type of Card

11,

SACTION IIX

STATUS CARD

STATUS CARD, (Form __

a, In order to establish a gunched-card file for FE

emoloyces, punched current status cards (Form __) will be created

from the vending éardo

structicns,

NOTE:

In order %o avoid revetitious in-

Sanitized - Approved For Release : CIA-RDP70-00211R000100130024-9
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SEGTION IV
SUPPLEMENTAZ, CARD
12, SUPPLEMENTAL CARD, This card is used as & continuation
card to the current ststus card, to record additional sitatistical
data relative to FE emnloyees,
a. Punch Card Torm __, will be ntilized to establish this
file, Cards will be key-punched from veriodic statisticel date
2.5X1A83 furnished- {Seec FPizure 1, Chart of Card layouts for disgranm

of sunplemental card),

b, The informatlon to be contained in the card is as follows:

I17EM DESCRIPTIOR CARD COLUMN KEY PUNCH REMARKS
1 Pergonnel Number 1.5 Number . In all cards
2 Name 725 Name
3 Entered On Duty 26-27 Day :
Agency 28..29 Month o
3031 ; Year
4 Last FPitness 32.-33 Day
Renort 435 Month
36-37 Year
5 last Promotion 18-39 Day
40.-41 ¥onth
42.43 Year
6 Entered Carser Llpdys Day
Service Lé-47 Month
43..4g Year
? Rotation late 50--51 Day Date due back
52--53 Month at headquarters
54555 Year
8 Card Number 80 Code 6

Sanitized - Approved For Release : CIA-RDP70-00211R000100130024-9
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13,

L N

SECTION V

T/0 CARD

T/0 CARD, (Form 5081)

&, This card is used to record the tadle of organization

70-00211R000100130024-9

and to orovide statistical data relative thersto,

Chart of Card Layouts for diagram of T/0 card),

b, The information to be

(See Figure 1,

contained in the card is as follows:

Sanitized - Approved For Release® CIA-RDP70-0021

ITEM DESCRIPTION CARD COLUMNS
1 Pogition Title 120
2 Effective Date 21-22
2320
25-26
27-29
3 Service Designation 30-31
L Grade Schedule 3234
5 Occuvationel Code é 35-40
6 Grade 4y ~idy
7 Alsha Office Cods 4547
l
8 Position Slot Wumber | 48-53
9 Orzanizational Code i 555
56-57
58
59
60-53
10 Former Position Number 6469
| 70-71

KEY PUNCH

REMARKS

Title

Day
Month
Year

Alohe letters |

indicated

Letters
indicated

Code
Funmerals
Indicated

Tumerals
Indicated

Code
Indicated

Fumerals
Indi-atsd

Division
Branch
Jection
Unit

Blank

Tumerals
Indicated

| Blank
1R000100130024-9

Blank
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ITEM DESCRIPTION

1 Funds
12 T/0 Sorting Code
13 Card Number

CARD COLUMNS

72

73~79

80

KEY CUNCH REMAKS

Eumeral
indicated

Fume ~al
{indicated

Numeral
1- Organization ( Header)

(Yellow)
1- Position (Orange)

Sanitized - Approved For Release : CIA-RDP70-00211R000100130024-9
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SECTION VI

MASTER CARD

1%, MASTER CARD, (Form _)

i

&, Thle card is used to retain constant information and

as a dbcumenb of manually recording informetion such as cable

traffic.

Card) .,

(See Figure 1 Chart of Card Layouts for diagram of Master

b, The information to be countained in the munched cards

and the appropriate codes to be used for each field are as follows:

Tyoe of Card.

P T U

f ITEM DESCRIPTION CODE CARD COLUMNS
1 Parsonnel Nuwmber 16
2 Name 7~25
3 Identification 1 - True 26
2 -~ Pasudo
4 Tyoe Employee 1 -~ Starf 27
2 ~ 3taff mgent
| 3 - Military ‘
: L - Military staff
| agent
i 5 - Contract
: 6 - Coneultant
! 7 - Other
i .
"5 | Date of Birtn | 28429
P ' ) 30-31
6 3 180

Sanitized - Approved For Release : CIA-RDP70-00211R000100130024-9

KEY PUNCH
Wunber

Name

Pertinent
Codse

Pertinent
Code

¥Day !

i
Month

Teay

Wamber

REMABKS

In all
cards

Sanitized - Approved For Release : CIA-RDP70-00211R000100130024-9
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CHAPIER 3
PROCESSING
SECTICN I
PROCESSING PENLCING ACTIONS
15, PENDING CARD,

a, A record of the vending status of SF 52, Nequesi For
Personnel Action, will be made on Pending Card Form, as indicated
in Para 10, Section II, Chapter 2, Source data for the prevaration
of the punch card will bBe obitained from either of the following:

(1) SF 52, Request for Personnel Action,

(2) Form Psrsonnel A¢tion Request, including Apvlicants

folder,
b, Requests will be of two general types (1) those involy-
ing applicant employees and (2) thoss conceraing a staff emoloyee,
Such requests will be sevarated into these two categories and coded
inaccordence with instructions contained in Figure 2,
¢. The Xey Punch operator will punch a Pending Card for
each personnel action, The request date as recorded in item 4 of
SF' 52 will be punched in colummns 34-39, Cards will be sight verified,
d. ALl Pending Cards will be sorted by T/O organizational
code and vlaced in the Pending File.
.en Uoon completion of the above mechine overations route
SF 52 for necessary endorsaments,
NOTE: The above procéssing steps will be followed in the initial
phase of this installation. The sscond phase will involve the submission
of Form __, Personnsl Action Re by the Branch; emvloyment of the
Flexowriter to prepare SF 52 inh utilization of by vroducts (1) 25X1A8a
teove to produce the pending card from the IBM Tave-Card Punch; (2) tape

with programing and constant information to be utilized for subsequent
actions. (See Appendix A)

Sanitized - Approved For Release : CIA-RDP70-00211R000100130024-9
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Coo SECTION II

PROCESSING CRIGINAL ACTIONS
16, CURRENT STATUS CARD,

a. Uoon recelvt of SF 50, Notification of Personnel Action,
from Office of Personnel the corresvonding Fending Card will be pulled
and appropriate changes noted. This Originsl Action will be key-punched
to create a Statue Card, Form ___, ineccordance with detalled instructions
contained in Para 10, Section II, Chapter 2.

b, In most instances this vrocessing action will involve dup-
licating all card columns, excevt for columns 34179 which should be
changed to reflect.effective date of action, Note: At completion of
this processing step the Pending Card will be destroyed.

c; The first 373 columns of the Status Card will be duplicated
into Card Form o This card will be retalned for establishment of the
Master Card., (See para 17 below)

d. The firsﬁ 25 columns of the Status Card will be dunlicated
tnto Card Form __, This card will be retained for establishment of
the Supolemental Card, (See para 18 below)

e, Unon completion of keypunching oneratloﬁs the Status Card
will be sight verified and then ﬁortad in numerical order by versonnel
number and placed in the status file, Any dupiicates found in this
jinter-filing overation will be analvzed to determine the correct
status of the action and the correct card will be refiled.

£. In those instances where prior status cards exist the
obsolate cards will be withdrawn, sorted in numerical order by versonne.
number and filed in the historicel fiia;

g. ST 50 will be released to the emoloyee via the vertinent
Sanitized - Approved For Release : CIA-RDP70-00211R000100130024-9
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Branch, If an action involves a fisld emvloyee SF 50 will be filed

in the Division Parsonnel folder,

17, MASTER CARD,

a, The Key punch operator will wunch a Master Cerd immediately
following the creation of the status card. This will be accomolished
by duolicating into Form _, the firat 3% columns of the gtatus card.
Code 3 will be punched in column 80 to control tyne of card.

(Remainder of card to he utilized for recording additional information)

b. All Maste- Caurde will be sight verified and then sorted

in alpha order and olaced in the Master File.

SECTION IIX
PROCESSING SUPPLEMENTAL ACTIONS
18, SUPPLEMVENTAL CARD,

a, A record of the suvvlemental information wiil be made on
Supplemental Card Form, as provided in Para 12, Section IV, Chavter 2.
Source data for fhe vreparation of this punch card will be obtained
from the following:

| (1) 'SF 50, Notification of Personnel Action.
(2) PForm No., 135-80, Cable indicating arrival date,
(3) Form No, 45, Fitness Revort.,
(4) TForm Wo, 45a, Field Fitness Ranort.
(5) TForm o, 5-11, Notificatton of Memberslhio in the
Career Stafy,

b, As the above information is receivei a complete card
reflecting the current data will bes ounched and slght verified.
Punched cards will be matched with the existing card ahd the obsolete

cagdnitizddavA pptolead EerRelease : CIA-RDP70-00211R000100130024-9
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SECTICE IV

PROCESSING T/O CHANGES
19, T/0 CARD,

a, A record of a change to the current Table of Organization
will be made on T/O Card Form 5081, as set forth in “ara 13, Section ¥,
Chavter 2, Such changes 1n this file will be reflected only unon 10te
ification from the MHachine Racorde Division,

b, A (x) ounch in column 60 will be utilize? in those instances
where it is desircus of controllipg a nosition or oositions éubject to

change in the current Table of Organization,

Sanitized - Approved For Release : CIA-RDP70-00211R000100130024-9
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CBAPTER 4
REPORTS
SECTION 1
MACHINE OPLRATIONS
20, MONTHLY CUT-OFF,

a. Requests for personnel sctions vrevared as of the last
working day of each month rust be forwarled to reach -y noon
of the first workday of the following month.

21, PENDING CARD FILE.

a,. Upon completion of_moathuend orocessing all cards will
be sort-counted on column 40, to oSbiain the total cards orocessed,
grouped aa‘to type of action, Cards will be. sorted by date on
columna 39-3k4,

b. Pending cards will be listed'io prepare a revort for
each Branch, Each dranch will be started on a sevarate sheet.

¢., Program header cards wiil be utilized to prevare

headings for tabulated listings containing tyve of action in columnsg

25X1A8a

B-9, date of request 20-24, :ame 30.4%. occuvational series code 60=65.

NOTE: THeader cards will be n»revaredl in advance for all seriadic
reoorts and filed by title of revort.

d. The cards will be lieted on L4..oart stock maper double

sovaced,,

Sanitized - Approved For Release : CIA-RDP70-00211R000100130024-9
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CHAPTER 5
SORT CHXCK PROCEDURES
22, SORT CHECK PROCTHURES,

a, Sort checking vrovides a means of "mechanically editing"
punch ¢ard records, This overation consists of mechanically select-
ing cards which contain erroneocus or apnarently inconsistent data
when cods symbols vunched for one item in the cards are comvared %o
those for another item. This orocess cannot detect all errors since
several combinations of data are frequently poasiblé. and only one can
be correct for an individual card, The machines cannot determine the
proper information to be entered to effect & correction but carda
which are questioned are selected for verification with the Division
personnel. folier,

b. All current status ~ards should be thoroughly sort checked
at least once each quarter,

c. reriodically, all current status cards should be sorted
on salary within grale columns 63-59, These cards may then be tab-
ulated with grade and salary groups - ~ = indicated as a control,

The results should be comvared with such standard vay tables as are
available from the Office of Perscnnel (with due'consiﬂeration giQen

to retes for specialty vay and/or overseas allowance, where apslicable),
Any cards showing unexolained raies should be listed and referred to

the Office of Personnel for verification.,

.
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Change 1 FE/PT Test Procedures

STATUS CARD - Changa ecolwmns 26-29 to read as Poliows:

Descriotion Columng
fdentification 26

Tyve of Zmoloyee 27

Date of Birth 28-29 (Day)

30-31 (lMonth)
, 32-33 (Year)
Request-Effective Dzte 34-35 (Day)
36-37 (Month)
38-39 (Year)

MASTER CARD - Change columms 26-33 to read as follows:

Identification 26
Tyoe of Employee 27
Date of Birth 28.29 (Day)

30-31 (Month)
32-33 (Year)

SUPPLEMENTAL CARD .. Change columns 26-55 to read ag follows:

Entered on Duty 26~27 (Day)
' 28-29  (Month)
_ 30-31 (Year)
last Fitness Report 32-33
34-35
3637 do
Last Promotion 3R.30
4043 '
42..473 do
Entersd Carser Service 4y s
4647
L4849 do
Rotation Date 50-51
52-5%73
5455 do

Sanitized - Approved For ReleaserCH-RDP70-00211R0001001 300%%;9
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ITEM
Personnel Number 1-6
Kame 7-25
Identification 26
Type of Employee 27
Pate of Birth 28-3%
Request~-Effective Date -39
Tyne of Action 40-4]
25X1C4a

IA-RDP70-00211R000100130024-9
APPLICABLE COLE

Hone
Nonsa

i--True
2-Paeudo

1=Staff emoloyae
2-Staff agent
3-Milttary

4. Military staff agent
5-Contract
6-Consultant

?7--Other

Hone
None

00-Reassignment
Ql-Reasslgnment Correction
10~Promotica

1li-Promotion Corrsection
12-Promotion cancellation
13-Promotion tsmnorary
20-Xxcevted aovointment i
21-Exceonted avpointmant Correction
30-Regignation

31-Regignation corraction
32-Resignation cencellatioa
33~Regipne ion change status
40.Detail _
4l-Detail correction

42-0 tail cancellation
501401

51-1LW0P correction
60-Returned to duty
6i-Returned to duty correction
70=-Secaration

71-Separation correction
72-Sevaration military servica

90-0ther {includes
Chanpe in sz2rvice decsignation
Restoration to duty
Change to Jower grads
Suspension from duty
Termination of contract
Name cliange

91-Other ({Corraction)

. FIGURE  II : _
Sanitized - Appraved FiQr Ralsase.: GIARPP70:00211R000100130024-9- 35 -
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PUNCHEED
ITEM COLUMK APPLICAB LE COLE
Position Slot Number 42-50 None
Occupation Series Code  51-56 . See HB 20-230.1
Grade 5758 None
Salary A 59-63 Nene
Orranization Location 6467 Refer to tab listing
Veterana Preference 68 0-¥o nreferencs
1.5 point
2-10 point
3-Wife or Widow of sserviceman
4-Mother " "
Service Designation 69-70 None
SEX - Race 71 l-Male, white
2-Famale, white
3-Male, colored
Lh~Famale, colored
5-Male, other
6-Famale, other
Funds 72 V-Vouchered
OV..Unvoucherad
T/O Sorting Code 7379 Utilize code numbers
' assigned by MRD
Tyoe of Card 80 4-2ending

5-Status

Sanitized - Approved For Release : CIA-RDP70-00211 R000100130024-9
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Office of Personnal
Use Ons Column Only

i vV or Each . Loss

Recruitment W ﬂ;{?ﬂ méﬁ ﬁyiiﬂ Mil})im ...,gﬂiii/ he.a.glf.ni&.%" t%ﬁg &)Ei”‘
Aopointment 1 1 1 - 5 1 g/ - -
Reagsignment 1 1 1 2 é 14/ 2 af - 1.§f
Promotion i 1 1 2 - 1 g/ 2 af - 12/
Change to

Lower Grade 1 1 1 2 - 13 28/ - 1 b/
Chunge of éD L 1 1 - - 14/ - . -
Suspeneion 1 1 1 o - 14/ . - -
Separation T i 1 . 5 14/ 2 ¢f Lgf -
Name Change 1 1 1 - 14/ - - -
LAO? 1 1 1 . - 18/ 2¢ 1¢f
Ratura to uty 1 1 1 - - 1 4f - - -

a2/ If the versonnsl action will involve a change betwesn overating components or a

b/

nermanent change of station. Theee two covies will be transmitted dirsct by
FE Personnal %0 the Office of Security for avorovriate review or e.c‘uion.25x1ASa

If the personnel action will involve a reaseighment betwsen overating comgonsnts.
the ¥ Branch concerned will submnlt to will transmit to the
O0ffice of Personnel one abbreviated cooy of ths S5F-52 with the acticn. After
processing, this abbreviated cooy of the SF-52 will b= trangmifted to the losing

comoonent so that comuonent will have a record of the affective date,

s/
25X1A8a

&

If the cersonnnl action will involve resignation, separation ( to acceot ovher
Federal employment), or leave without oay ip excess of 60 calender days.  These
cooles will be transmitted directly bv [JJJito the avorovriate vayroll braach
of tha Office of the Comotrolier erd to the Uffice of Security.

If the wersonnel actio: will involve more than one Career Service Board., an
additional covy will be revared for each beard the action orecesses through,
For examole, if an emoloyee's service designation is "Wi' and the slot
designation is "22", tws cooles of the action will be required for the CMO
column, If an emoloyee's service designation is "VI" and the slot Desiznatlon
tg "YI", snly one cooy will bs nseded for the CMO,

Original and first three carbons of an action should be orevarsd on Form 5%-
52; other coviaes can be on white tissue,

FIGURE 11II
Sanitized - Approved EQg Releass,: GlA:RDP70-00211R000100130024-9
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25X1A8a

[N

GENEFAL, Alteruate overations for Chanter 3, Section I, Para 15¢

a, This second phase vrorides for the processing of
vergcanel actions from a centralized slement; cavturing apecific'
selected codes, programing, and selecting comstant vsracansl
data during prevaration of the request; and establiehment of

btabulating cafd files for revorting wurioses,

b, This overation emovloys the utilization of the Flexowriter.
Basically, SF 52, Request for Peresoanel Action mey be tywved on
this machine. While this is being dons the machine is cavable of
selecting certain coded informmtion in an eight channel taoe for
producing a tabulating card, As an additional by oroduct thié
machine will &lso select the urograming and that information
which is constant in a additional tave through uss of an attached
motorized tavs wunch machine”

<z, Prevnaration of B 52, Requeit for Personnel Action, will
be discontinued in the Branchee, Personnel actions will continue
to be initiated in the Bfanchn Form Number _ , fersonnel Action
Reguest, will be utilized in leiu of S° 52. M

d. - will be resoohsible for the service and maintenance

of thé Division Personnel Fol-er.

Sanitized - Approved For Release : CIA-RDP70-00211R000100130024-9
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25X1A8a

PROCESSING -~ The following operationel steps will be taken woon
receipt of Porm __, Personnel Action “equest, in e

e. Initiel Action (MNew avplicant)

(1) Time and dats stamp Form __, Personnel Actlion Request,
(2) Check ?/0 Slot number,

(3) Chack applicante folder %o determine if partinent
recorde arse snclosed,

(%) Check %o detarmine nature of>actionq

(5) Céda snaccordance with manual instructions,

(6) Withdraw orogram card for exceovied appointment,

(7) Prepare SF 52 on Flexowriter, (See Figure 3)

(R) Set machine to vravare tape with sslectsd information,

(9) Conmsct Motcrized Tape Punch, Sef machine o sel=ct
orograming erd coastant informeiicn 02 the waoe,

(10) TUoon completion of SF 52 route fov naceasary endovrssmsnbs,
(11) Remcve tane from Flewowriter and insert in Tape-Card
Punch, Remcve tabuleting cerd, sight warify, and fils
by tyve of ection and date in the Pending Pile.
(12} Destroy tave with coded information.
(13) Remove taps &rom Motorized Tape Punch and flle in

Divisicn Perscnnel Folder, This tape will he utilizad
on subsequent actions,

b, Suligequeni Achian
(1) Time and daie. stamo Form__, Personnel Action Requesnt,
(2) Check THO Slot number.
{2)  Mwmapx 107 Gaceesary attachments,

(4) Determine nebure of action,
{5) Withdirew Division Personnel Folder ard removs trenared
tave,

) Code new inform
&

o (& £ian
Sanitized - Approyed For Relegse  CTA-RDP70-00211R000100130024-9
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SECTION 11
MACHINE UTILIZATION REPORT

21.1 DETAILED INSTRUCTIONS FOR COMPLETING FORM 263, JOB ANALYSIS.

a. A ssparate Form 263 will be completed for each individual

utilizing the International Business Machines in[JJil This report 25X1A83

will include machine hours expended on the Flexowriter and will cover

an eight hour work pericd. A separate Form 263 will be prepared for

overtime work.
bo - The
(1)

(2)
3)
)
(5)
(6)
)

(8)

(9)
(10)

(11)

following items will be completed on Form 263,
Heading. Enter name, month, day, and year. Check
block titled "Shift® if overtime is involved.
Colurn titled "Number". Enter pertinent job number,

Column titled "Seg, No," No entry required.

Column titled "Oper, No." No entry required.

Column titled "Deseription of Oparation". No

entry required.

Column titled "Machine". 'Type' Enter Q47 for

Tape Card Punch, 082 for Sorter, FPC for Flexo-
writer, and etc., "rachine'., ®No.' No entry required.
Colurn titled "Time", Mo eniry required.

Column titled "Mach, Hrs.” Enter hours in first

sub-column, Minutes in second sub=column,

Colupn titled "Man Hrs." Enter manhours expended.
Column titled "Volume", &nter machine count of
cards processed.

Total. Enter totals of column titled Mach. Hrs.,

Man bBrs., and Volume,

Sanitized - Approved For Release 5£1A-RDP70-00211R000100130024-9
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NOTE: Manhours ekpended for other than machine operations, but
relative to this program will be recorded ard identified
on a separate line entry on Form 263. Machine time ex-
pended on International Business Machines located in offices
25X1A8a other than -rill ba recorded.,

}c., A report will be compiled and forwarded to Chief/PT
to insure receipt not later than the first workday of the month
following the close of the month covered by the report. This. re~
port will reflect the number of machine hours expenci;d, by machine,
including a comparison_with the potential; manhours expended on

‘machine operations; manhours expended for other than machine operat-
ions, but relative to this program; and total volume of cards

processed.

MACHINE RECORDS BRANCH
g ' JOB ANALYSIS

EMP. NO. MO. DAY YR. SHIFT SUPER. NO.

NAME

JOB DESCRIPTION OF MACHINE TIME MACH. MAN VOLUME

OPERATION HRS . HRS .
NUMBER SEQ. NO. | OPER. NO. TYPE NO. N ouT

Sanitized -|Approved For Rdl ase :IC|A-RDR70-00211R000100130024-9

FORM NO. 263 REPLACES FORM 36-131 (43)
1 OCT 54 WHICH MAY BE USED. TOTAL




